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I.   Introduction 
 
A.   Purpose.  The Cash Management Unit of the State Treasurer’ Office and the Office of Workers’ 
Compensation (OWC) desire to enter into a banking relationship with one qualified vendor for the purpose of 
providing lockbox banking services to OWC.   
 
B.   Overview.   The Office of Workers’ Compensation is a subdivision of the Division of Industrial Affairs, 
which is a subdivision of the Department of Labor.  There are currently 47 staff members and 10 board members 
located at Fox Valley (Market Street, Wilmington), 9 staff members in a Milford, Delaware office, and 15 staff 
members in a Pencader, Newark, Delaware office. 
 
Prior to being outsourced to a bank on May 1, 1995, OWC processed its own collections.  Self-insurer taxes are 
collected four times a year from employers who are qualified to be self-insured. Insurance carriers pay the 
Administrative Expense Assessment twice a year, one percent (1%) assessments twice a year and, if needed, a 
special assessment once a year.  These companies are located all around the United States.  
 
Taxes are collected April 1, June 15, September 15 and March 1 of the following year.   Administrative Expense 
Assessments are collected February 1 and August 1 of each year.  Assessments are collected March 1 and October 1 
(and during August if necessary) of each year.  During Fiscal Year 2007 there were 750 items processed by the 
existing lockbox, as follows:  718 checks were processed and deposited, 7 checks were non-processable, and 25 
payments were received via ACH debit. 
 
Once these collections are made, it is the responsibility of the OWC to break down the collections between General 
Fund and Special Fund.   The Self-insurer tax is deposited into the State’s General Fund.  The Administrative 
Assessment is deposited into the holding account for Industrial Affairs and monies are moved to cover the operating 
expenses.  The assessments are deposited into the Workers’ Compensation Fund.  If an insurance carrier files a 
petition to terminate an injured worker’s benefits, it is the responsibility of the Fund to reinstate the benefits until the 
Industrial Accident Board issues a decision or the case is settled.  Approximately 200 injured workers are paid from 
the Fund bi-weekly.  This Fund is also responsible for reimbursing insurance carriers for True Second Injury and/or 
Supplemental Benefit cases. 
 
Only one lockbox is required.  OWC has requested that each company utilize a single check and invoice payment 
method.  However, the bank may receive multiple check/single invoice and single check/multiple invoice payments. 
 
C.   Eligibility to bid.  Banks intending to submit qualified proposals must meet the following minimum 
standards:  
 

�  Hold a current national or state charter. 
�  Maintain a principal office in Delaware. 
�  Hold non-investment assets of at least $5 billion. 
�  Hold a Fitch Bankwatch individual rating of at least “B/C.” 

 
D.   Conclusion.  This RFP will result in the State of Delaware awarding a contract to a single bank to operate a 
single lockbox.  The evaluation criteria used to award this contract (s) may be found in Section V of this RFP.  The 
timeline for the RFP process is: 
 

October 18, 2007  Issue RFP 
October 30  Hold pre-bid meeting at Industrial Affairs offices 
November 26  Proposals due 
December 14   Contract awarded 
March 1, 2008   Contract implemented 
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II.   Bidding Specifications and Information 
 
A. Addenda to the RFP.  If it becomes necessary to revise any part of this RFP, addenda will be provided to all 
vendors that received the initial RFP.  Vendors are required to acknowledge the receipt of all changes and addenda. 
 
B.   Cancellation of the RFP.  The State may cancel this RFP, in whole or in part, at any time. 
 
C.   Proposal Acceptance.  The State reserves the right to: 
 

�  Accept or reject any and all proposals, in whole or in part, received as a result of this RFP. 
�  Waive minor irregularities in proposals. 
�  Allow a bank to correct a minor irregularity in its proposal. 
�  Negotiate with or all responsible vendors, in any manner necessary, to serve the best interests of the 

State and its taxpayers. 
 
D. Oral presentations and site visits.  Banks submitting proposals may be required to make individual oral 
presentations to State representatives in order to clarify their proposals and respond to questions.  Vendors must 
agree to site visits to operational facilities during processing times as a condition of being awarded a contract. 
 
E.  Incurred Expenses.  State of Delaware employees and members of the Delaware Cash Management Policy 
Board are not responsible for any costs incurred by any bank in preparing and/or submitting a proposal. 
 
F.  Economy of Preparation.  Proposals should be prepared simply and economically by providing data on all 
areas required.  Proposals should also adhere strictly to the proven capabilities of the contractor to meet the 
requirements set forth in this RFP. 
 
G.  Public Information Act.  Vendors must clearly identify those portions of their proposals that contain 
confidential information, and they must provide written explanation why such material may not be disclosed upon 
request under the Delaware Freedom of Information Act. 
 
H.  Contract Responsibilities and Subcontracting.  The State Treasurer and the Division Director will enter into 
the contractual agreement(s) only with the selected vendor for services requested in this RFP.  The vendor shall be 
responsible for all products and services as required by this RFP.   
 
    1.   Subcontractors, if any, must be identified and a complete description of their role relative to the 
proposal must be included in the vendor's proposal.    
 
   2.   The proposal must include a completed Subcontractor Questionnaire (Exhibit G). 
 
    3.    The State reserves the right to not permit any and all subcontracting. 
 
I.   Acceptance of Terms and Conditions.  In submitting a proposal, the vendor accepts the terms and 
conditions set forth herein.  If the vendor proposes changes to any of the specifications of this RFP, such changes 
will be considered, providing that the vendor can clearly demonstrate, and the State agrees, that the changes will be 
in the best interest of the State.  All recommended changes should be clearly identified and submitted in a separate 
section of the vendor's proposal.  They should not be included in the main body of the vendor's proposal. 
 
J.   Contract Duration.  The banking services contract will be for a period of five years beginning on the 
effective date of the contract, March 1, 2008.  The vendor and the State may mutually agree to extend the term of the 
contract for two additional one-year periods. 
 
K.  Price changes.  Unit price increases or decreases will be permitted starting July 1, 2009, and on July 1 of 
each year thereafter, if agreed upon by both parties 60 days prior to that date.  Any price increase shall not exceed 
the lesser of the Producer Price Index (PPI), as provided by the Federal Reserve and published in the Wall Street 
Journal, or five percent.  The bank must supply to the State the proper documentation that confirms the need for a 
price increase.   
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  1.   Should the State and the bank institute a system which would lower the bank's expense of 
providing a service a reduction in price for that service would be in order.  Six months prior to the expiration of the 
five-year contract, the State and the bank will mutually determine whether to exercise the one-year extension.   
 
    2.   Should both the State and the bank wish to pursue that option, agreement on unit price increases, if 
any, for the one-year extensions must be reached between the State and the bank at least 120 days prior to the end of 
the original contract. 
 
L.   Price discounts.  Vendors should include in their proposals any discounts for monthly payment of invoices 
(as opposed to quarterly), service volume break points, etc. 
 
M.   Non-collusion statement.  All banks responding to this RFP must certify that they have neither directly nor 
indirectly entered into any agreement with other vendor(s) that may be interpreted to be collusion for the purpose of 
restricting free competitive bidding.  Banks failing to complete the attached Statement of Commitment and Non-
Collusion (Exhibit E) will be eliminated from the bidding process. 
 
N. Termination of Contract.  The State may terminate the contract by a 90-day written notice sent by certified 
mail to the principal office of the Bank(s).  However, the State reserves the right to immediately terminate this 
contract in the event the vendor fails to meet all contractual requirements.  The State shall have the right to declare 
the vendor in default and to terminate all agreements, written or verbal, without penalty or obligation on the part of 
the State of Delaware.  Upon written notice of default to the vendor, the State shall have the right to select an 
alternate vendor. 
 
O.   Bidders' Conference.  The State will hold a meeting for potential bidders at 10:30 a.m. on Tuesday,    
October 30, 2007.   It will be held in the third floor conference room at the OWC headquarters at 4425 North 
Market Street in Wilmington.  Vendors should submit all questions in writing prior to the meeting to Cash and Debt 
Manager Brian Maxwell (brian.maxwell@state.de.us).  Additional questions will be permitted at the meeting, but 
answers may be deferred and provided subsequently in writing to all vendors.  Answers which result in major 
changes to this RFP should be considered binding only after they are confirmed in writing. 
 
P.   Preparation and Submission of Proposals. Vendors should consider the following guidelines when preparing 
their proposals: 
 
    1.   Bids should be based on fee compensation, not compensating balances.  
 
    2.   Statistics pertaining to dollar and item volumes cited in this RFP are provided for bidding 
information purposes only.  In preparation of bids, vendors should recognize that actual volumes experienced in the 
future will vary from those cited. 
 
     3.   Proposals must include a narrative which describes the proposed services and its plan to meet the 
State's requirements for processing volumes, providing availability of funds, preparation of requested reports in 
required formats and meeting all service requirements in the RFP.  The proposed services must be provided in 
accordance with federal, Delaware and local laws. 
 

4. Proposals must include the name and contact information for the following individuals: 
 

�  Account Officer and a back-up representative, who are reasonably available and have 
adequate knowledge of the State's requirements and of the bank's operations.  This will be the 
principal contact for the State Treasurer's Office during the term of the contract.  

 
�  Operations Officer, who would be readily available to resolve any operational problems that 

may develop.   
 

�  Cash Management Officer who can assist the State with new cash management procedures and 
products.   The State prefers that the cash management officer be currently recognized as a 
Certified Cash Manager by the Association of Financial Professionals. 
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�  Conversion team personnel, who would be responsible for implementing a seamless shift to 
the new vendor.  In addition, the vendor must describe in detail, including a timeline, its plan 
for implementing this conversion plan. 

 
     5.   Proposals must be signed by a bank official who is authorized to bind the bank to all statements, 
including services and prices, contained in the proposal. 
 
     6.     Proposals must provide government and corporate references for which the vendor has provided 
lockbox banking services.  
 
     7.     Proposals must be submitted in quadruplicate – four complete hardcopy sets of binders.   Receipt 
will be acknowledged via email if requested. 
 
Q.   Proposal format.  To help standardize and expedite the proposal evaluation process, hardcopy proposals 
must be submitted according to the following specifications. 
 

�  All pages will be standard letter-size (8.5 x 11 inch) white paper. 
�  Print type should be a reasonable font and size.  Color is optional. 
�  The use of plastic document protectors and other enhancements is discouraged. 
�  Proposals should be contained in loose-leaf, three-ring binders. 
�  Each section of the proposal will have its own tab, as described in Exhibit A. 

 
R.   Business license.  The vendor must be prepared to show evidence that it is licensed with the Delaware 
Division of Revenue to conduct business in the state.  It is not necessary to provide a copy of the business license 
with the proposal. 
 
S.   Proposal Deadline.  Proposals must be delivered to the following location by 4:00 p.m. local time,  
Monday, November 26, 2007.   Time-stamped receipts will be available upon request.  Proposals must be delivered 
in a sealed container, clearly labeled in a manner such as the following: "INDUSTRIAL AFFAIRS BID."   Submit 
to: 
 

Office of State Treasurer 
Attention:  Industrial Affairs RFP 
820 Silver Lake  Boulevard,  Suite 100 
Dover, Delaware  19904 

 
The CMU and the OWC will evaluate all proposals and make an award no later than Friday, December 14, 2007.  
The period between the award date and implementation date will involve the following actions: 
 

�  Negotiating any optional services suggested by either party. 
�  Reviewing and signing the contract. 
�  Implementing the transition phase. 
�  Testing systems and procedures. 
�  Implementing live processing. 
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III.  Lockbox processing specifications 
 
A.   As noted earlier, the Office of Workers' Compensation has requested single check/single invoice payments.  
However, the vendor may receive multiple check/single invoice and single check/multiple invoice payments. 
 
     1.    If the vendor can determine which check(s) is payable for which invoice(s), the payment should be 
processed to completion. 
 
     2.    If a check(s) can not be identified and matched to an invoice(s), the entire remittance should be 
returned to OWC unprocessed. 
 
     3.    If the vendor receives a check without an invoice, the payment should be processed to completion 
and a photocopy of the check should be sent to OWC. 
 
B.   The bank shall: 
 
     1.    Verify checks/remittances for the proper information: 
 
           a.    Dollar amount: 

�  Should the written and numeric figures not agree, the bank should process the item 
using the written amount. 

�  Should the amount of the check not agree with the amount shown on the invoice, the 
amount of the check is to be utilized.  The items should be processed to completion.  
The amount of the check must be written and circled on the invoice. 

�  Should any checks still be in question, the remittance should be processed to 
completion and returned under separate cover to the Office of Workers'  
Compensation.  Such items should not be included with the regular/routine processing. 

 
           b.    Date: 

�  Checks missing a date should be dated with the processing date by the bank. 
�  Stale-dated checks (six months or more) should be returned to the OWC unprocessed. 

 
           c.    Acceptable payee: 

�  State of Delaware. 
�  Industrial Accident Board Second Injury and Contingency Fund. 
�  Workers’ Compensation Fund. 
�  Office of Workers’ Compensation 
�  State Treasurer. 
�  Any reasonable deviation of the above. 

 
           d.    Blank payee: 

�  If a blank payee is received by the bank, write "Office of Workers' Compensation," and 
process to completion. 

 
           e.    No check enclosed: 

�  Envelopes received with no check (payment) are to be stamped "No Payment 
Enclosed" and returned with the tax/assessment letter to the OWC. 

          
  f.    U.S. checks: 

�  Only U.S. checks are to be accepted.  Foreign checks and the accompanying invoices 
are to be returned to the OWC unprocessed. 

 
g. Signature missing: 

�  Stamp “Refer to Maker” on the check and process to completion. 
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     2.    Properly endorse and deposit all checks other than those treated as exceptions in a timely fashion as 
discussed in the above specifications. 
 
     3.    Photocopy all checks processed and attach, by staple, to the upper left corner of the invoice. 
 
     4.    Prepare advice of credit on a daily basis indicating each individual total deposit amount and that 
day's grand total. 
 
     5.    Send one copy of the advice along with add tapes to: 

               Administrator 
               Office of Workers' Compensation 
               Delaware Department of Labor 
               4425 North Market Street,  3rd Floor 
               Wilmington, DE   19802 

 
     6.    Mail all turnaround material to the OWC.  This includes invoices, check photocopies, deposit tickets 
copies, all adding machine tapes, correspondence and other items. All envelopes must be returned with the above 
items for remittances received after the due date of each quarter.  Items in question or items unprocessed should be 
bundled separately and returned to the OWC.  
 
     7.    Return under separate cover all items that cannot be processed with proper explanations daily to the 
OWC at the address given in Section III-B-5 above. 
 
     8.    Process return checks as follows: 
 

�  Automatically redeposit all return items one time. 
�  If check is returned a second time, return check and invoice to the OWC. 

 
    9.    Limit all batches to 50 items. 
 
   10.   Provide internet-based access to prior day balance reporting.  This reporting will include detailed 
transactions as well as prior day summary balances. OWC requires internet-based access to this information so that 
various employees can gain access from their own workstations.  The vendor’s pricing on the RFP bid sheet should 
reflect internet-based access. 
 
   11.   Provide an ACH transfer module for the purpose of allowing OWC to make daily concentration of 
funds transfers from the lockbox bank account to the State’s main collection account.  OWC does not anticipate 
using wire transfers during the term of this contract. 
 
   12.   Provide a monthly demand deposit account statement to the State Treasurer’ Office detailing: 
 

�  Starting monthly balance 
�  Ending monthly balance 
�  Total number and amount of deposits 
�  Total number and amount of withdrawals 
�  Individual transactions and their posting dates 
�  Daily ledger balances 
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IV.  Cash management specifications 
 
A.   Availability.  The bank shall: 
 
     1.    Achieve optimal funds availability for the State by: 
 
           a.    Collecting remittances from the assigned post office box daily, and by processing 
remittances on all shifts. 
 
           b.    Depositing remittances at least two (2) times daily. 
 
                (1)   The bank will provide proper deposit and collection "cutoffs" in a fashion to 
achieve the optimal availability for both weekday and weekend processing for the State. 
 
                (2)   Availability must be provided as detailed in the availability schedule included with 
the respondent's bid proposal. 
 
          2.    Review the availability schedule, timetables and cut-off times on a continual basis to ensure 
maximum availability. 
�
B.        Compensation methods and invoices.  The bank shall: 
 
 1.        Accept payment for services rendered on a fee basis, but it will accept compensating balances as 
payment when requested by the CMU. 
  
        2.        Invoice the State quarterly, but will also be capable of invoicing the State monthly.  For each quarter, 
the net fees of the monthly analysis statements will total to the quarterly invoice. 
  
Note:  The vendor should indicate in its proposal any discounts available for monthly invoice payments. 
 
        3.        Accept purchasing card payments as the primary method of payment.  If necessary, the State may 
pay its invoice using check, wire transfer, or ACH credit.  Under no circumstances will the vendor be permitted to 
direct debit the State’s collection account or any other State account. 
 
           4.   Accept payments with invoices that have been corrected manually (by “pen and ink” changes) in those 
instances where the State has been charged incorrectly, and where the State and the bank agree to the changes and 
the revised amount of the invoice.  (The purpose of making such adjustments to incorrect invoices is to speed the 
process of paying the bank, rather than wait for the bank to produce a revised invoice.)  
�
     5.     Apply a monthly earnings credit to the monthly service fees and calculate a net amount due.  The 
earnings credit will be computed based on positive investable balances as follows: 
 
 
 
 
 
  
Note:  The State intends to pay for all services on a fee basis.  However, the State reserves the right to pay for 
services on a compensating balance basis.  Compensating balances will be computed as follows: 
 

(Investable balance) x (ECR) x (Actual # days in month) 
360 days 

 

(Service charge incurred) x (360 days) 
(ECR) x (Actual # days in month) 
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C.   Account Analysis Statement.  The bank shall: 
 
   1.   Provide the State Treasurer’s Office with a monthly Account Analysis (AA) statement.  This statement 
must provide the following detail: 
 

�  Service description 
�  AFP service code 
�  Unit price 
�  Total price 
�  Average ledger balance 
�  Average available (collected) balance  (The dollar value of uncollected items will be 

determined by the availability schedule submitted with the proposal.) 
�  Investable balance 
�  Reserve Requirement Rate 
�  Earnings Credit R  (Equal to or greater than the 91-day Treasury Bill rate as 

determined by the previous month's weekly auctions.) 
�  Earnings credit.  This figure will be calculated using the formula in Section VI-B. 
�  Gross and net fees 

 
   2.   Make this monthly AA statement available to the State electronically, particularly in the ANSI 822 file 
format.   
 
Note:  The State will initially receive hard copy statements, but there is a possibility that the State will migrate to the 
electronic statements during the life of this contract. 
 
   3.    Recreate and resend statements when errors are detected on the initial statements.   
 
   4.   Provide the AA statement to the State Treasurer’s Office no later than 15 days following the close of 
the analysis month. 
 
E.   Float analysis.  The bank shall: 
 
  1.   Provide a float analysis as requested to the State Treasurer's Office.  The float analysis will provide: 

 
�  Float categories.  Examples are: on us, immediate credit, 1-day, 2-day and 3-day (for 

weekends/holidays) 
�  Number of items for each category. 
�  Percentage of items for each category. 
�  Dollar amount of items for each category. 
�  Percentage of dollar amount of each item for each category. 
�  Item volume for each day of the month, along with the dollar amounts of these items.  

(This should be broken out by lockbox shift, if possible.) 
 
F Collateralization of deposits. 
 
     1.    The vendor will not be required to pledge collateral against the deposits of the State when all of the 
following criteria are met: 
 
           a.    The vendor has assets of $5 billion or more. 
 
           b.    The vendor has maintained a return on total average assets of 0.5 percent (one half of one 
percent) for each of the latest two (2) years, as determined from information provided by the bank's "call" reports 
(Federal Reserve OMB number 7100-0036) to the Federal Reserve. 
 
           c.    The vendor has maintained an average capital ratio, defined as total equity capital to total 
assets, of at least 1 to 20 (one to twenty) for each of the latest two (2) years, as determined from information 
provided by the bank's "call" reports. 
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           d.    The vendor maintains at least one of the following over the entire term of the contract: 
 
                (1)   A current rating of "B/C" or better by Fitch "BankWatch."  
 
                (2)   A current equivalent rating by another national, independent rating agency, approved 
by the State, that rates banks and publishes its ratings. 
 
     2.    The vendor will provide a copy of its "call" reports and annual reports to the Office of State Treasurer 
to verify that the financial criteria of Section IV-B-1 are being met.  "Call" reports will be submitted promptly on a 
quarterly basis and the vendor’s annual reports will be submitted each year when available. 
 
     3.    When any criterion is not met, collateral will be pledged against the State's lockbox account starting 
upon notification by the Cash Management Unit and for a period ending two years after the vendor has once again 
met all of the criteria delineated in Section IV-B-1 above. 
 
           a.    Collateral will consist of one or more of the following: 

 
�  Securities of the United States government. 
�  Securities of agencies of the United States government. 
�  Securities of the State of Delaware. 
�  Securities of a political subdivision of the State of Delaware with a Moody's rating of 

"A" or better. 
�  Federal Home Loan Board letters of credit. 
 

           b.    Collateral will have a market value equal to or greater than 102 percent of the ledger balance(s) 
in the lockbox account each day. 
 
             c.      Collateral will be housed at the Federal Reserve Bank in the name of "State of Delaware," and 
the bank will provide the State Treasurer's Office assurance in writing to that effect.  The bank will provide reports to 
the State Treasurer's Office detailing the collateral pledged on a monthly basis. 
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V.   Evaluation criteria 
 
A.   The State will evaluate all proposals using the criteria listed below.  The functional topics that will be 
scrutinized are listed in the left column, and comments to help clarify those topics are provided in the right column.  
Based on these criteria, the State will utilize a scorecard to quantify the evaluation results. 

 
 
 

 
FUNCTIONS 

 
COMMENTS 

  
Lockbox Processing  
   Post Office pickups The number of daily trips the bank makes to pick up State work from the post office. 
   Post Office location The location and proximity of the post office that is used.   
   Mail sorting Manual or automated?  Fine sort or not?  Bar code or not? 
   Subcontractors * What is the dollar and transaction volume of its largest client?   
   Deposits How many daily deposits made into the State’s lockbox account?  Weekends? 
   Processing capacity * What is the dollar and transaction volume of your largest in-house lockbox client? 
  
Cash Management  
   Availability of funds Availability schedule, cut-offs and timetables and they impact the State account. 
   Pricing Is the bank’s pricing for lockbox services competitive? 
   Payments Method of invoicing, payment terms, mode of payment (ACH, check, wire). 
   Analysis statements Is the bank’s analysis statement thorough and user-friendly? 
   Collateralization Does the bank currently meet the State’s collateralization standards? 
  
Bank Operations  
   Disaster Recover Plan How comprehensive is the Plan?  How well does it safeguard State funds? 
   Quality Assurance How does the bank monitor the quality of its lockbox work?  Internal or external? 
   References What do other clients have to say about the bank’s lockbox performance? 
   RFP Response Is the bank’s proposal thorough and accurate?  Does it fully address the State’s needs? 
   Peer group ratings Phoenix-Hecht “Quality Index Rating” versus regional banks and Philadelphia banks. 
  

  
*  Note:  It is not necessary to provide the actual name of these clients – only their respective volumes.  
 
 
B.   In addition to that which is required by this RFP, respondents may submit any other information (in a separate 
section) which they feel would have a bearing on the selection process. 
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VI.  Lockbox Services Bid Form 
 
This pricing bid form must be fully completed using the estimated volumes provided by the State.  The form must be 
signed by an official who is authorized to bind the bank to these prices and enter into contractual agreements. 
 

BANKING SERVICE 
ANNUAL 
VOLUME 

PER ITEM   
FEE 

ANNUAL      
FEE 

       
DEPOSITORY SERVICES       
Account Maintenance 12     
Lockbox Deposits  (10 per month) 120   
Checks Deposited 750     
Deposited Items Returned 50     
Deposited Items Re-Deposited 50     
        
LOCKBOX SERVICES       
Lockbox Maintenance  12     
Items Processed  (See note below) 790     
Deposit (Batch) Preparation  (10 per month) 120     
Mail Processing – Outgoing to the agency 100     
Mail Processing – Express Delivery Handling 20     
Non-Processable (Non-Depositable) Items 10     
Match Comparison 790     
Re-association 790     
Data Transmission Maintenance  12     
Data Transmission per Item  790     
        
REPORTING SERVICES       
Reporting Online Module Maintenance  12     
Previous Day Detail Reports  (1 per day)  250     
Current Day Detail Reports  (1 per day)  250     
        
ACH SERVICES       
ACH Online Module Maintenance  12     
Credits Initiated (outgoing)    (5 per month) 60     
Debits Initiated (incoming)   30     
Credit Received (incoming)   0     
        
Total Annual Fee       

 
Total Items Processed = Checks deposited (750) + Non-processable items (10) + ACH items received (30) 
 
We have read the Request for Proposal, fully understand its intent, and certify that we have adequate personnel and 
equipment to fulfill the requirements of the State of Delaware at the prices indicated above.  We agree to provide all 
lockbox banking services as detailed in the State of Delaware's Request for Proposal. 
 
 
__________________________________________      __________________________________________ 

Typed name                               Title 

 

 

__________________________________________  __________________________________________ 

Signature                                Date 
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EXHIBIT A 
 
PROPOSAL CHECKLIST AND FORMAT  
 
 
The vendor’s proposal must contain the following information, which should be formatted and organized as 
described below: 
 
 
�  Tab A:  One copy of the Request for Proposal. 
 
�  Tab B:  Lockbox services bid form.  (Section VI of the RFP) 
 
�  Tab C:  Bank contact information, including relationship officer, key cash management officers and conversion  

team officers 
 
�  Tab D:  Proposed depository location (lockbox site) and deposit schedule.  Please include the completed Exhibit 

H (Workflow Timing) table with this tab. 
 
�  Tab E:  Lockbox questionnaire.  (Exhibit D) 
 
�  Tab F:  Subcontractor questionnaire.  (Exhibit G) 
 
�  Tab G:  References, including contact names, addresses and phone numbers. 
 

-  Two government clients. 
-  Two private sector clients. 

 
�  Tab H:  A description of the bank's Quality Assurance Program, including examples where needed. 
 
�  Tab I:   A description of the bank’s Disaster Recovery Plan (as it would apply to the State’s account). 
 
�  Tab J:  An overview of the bank's plan to provide the services requested by the State. 
 
�  Tab K:  Statement of Commitment and Non-Collusion (Exhibit E). 
 
�  Tab L:  Most current availability schedule (that would apply to the State’s account). 
 
�  Tab M:  A sample of a demand deposit account statement. 
 
�  Tab N:  OPTIONAL – A narrative describing how the bank could assist the OWC in its efforts to increase the 

number of electronic payments it receives.  Please include information about your current capabilities, as well as  
your recommendations for the OWC. 
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EXHIBIT B 
 
ITEM AND DOLLAR VOLUMES 
 
 
 
 
 

Period Item Volume Dollar Volume 

Jan – March 2005 316 4,360,443.07 
April – June 2005 167 2,111,726.28 
July – Sept. 2005 179 2,836,965.81 
Oct – Dec 2005 126 2,109,746.19 
     Total 2005 788  11,418,881.35 
   
Jan – March 2006 295 4,162,507.74 
April – June 2006 86 2,413,951.52 
July – Sept 2006 299 4,499,740.06 
Oct – Dec 2006 28           795,319.87 
     Total 2006 708                11,871,519.19 
   
Jan – March 2007 327                 4,908,525.47 
April – June 2007 96                 2,010,083.73 

 
               
 
NOTES: 
 
1.   This exhibit contains historical data from the past two years.  However, actual volumes will change from year 
to year over the life of the lockbox contract. 
 
2.   Taxes are collected April 1, June 15, September 15 and March 1 of the following year.   Administrative 
Expense Assessment is collected February 1 and August 1 of each year.  Assessments are collected March 1 and 
October 1 (and during August if necessary) of each year. 
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EXHIBIT C 
 
DIRECTIONS FOR DRIVING TO THE OWC HEADQUARTERS 
 
The Division of Industrial Affairs, including OWC, is located at 4425 North Market Street, Wilmington.   
 
Traveling north from southern Delaware: 
·  U.S. Route 13 (DuPont Highway) north toward Wilmington. 
·  I-495 north toward Philadelphia and the port of Wilmington.  
·  Take Exit 4 and follow the ramp around to a yield sign. Bear to the right while on the ramp. 
·  Turn right at the yield sign and pass underneath I-495. 
·  At the traffic light (the intersection of Governor Printz Boulevard and Edgemoor Avenue) turn left onto Gov. 

Printz Boulevard toward Wilmington.   
·  Please go to the directions titled "Entering Lea Boulevard."  
 
Traveling south from the Philadelphia Metropolitan area: 
·  I-95 south to I-495 south  
·  Take Exit 4 and follow the ramp to a stop light at Governor Printz Boulevard.  
·  Turn left onto Gov. Printz Boulevard toward Wilmington and proceed toward stoplight at the top of the rise.  
·  Please go to the directions titled "Entering Lea Boulevard." 
 
Traveling north from Newark DE and Baltimore MD: 
·  I-95 north to I-495 north (toward the port of Wilmington). 
·  Take Exit 4 and follow the ramp around to a yield sign. Bear to the right while on the ramp. 
·  Turn right at the yield sign and pass underneath I-495. 
·  At the traffic light (the intersection of Governor Printz Boulevard and Edgemoor Avenue) turn left onto Gov. 

Printz Boulevard toward Wilmington.   
·  Please go to the directions titled "Entering Lea Boulevard."  
 
Traveling from New Jersey via the Delaware Memorial Bridge: 
·  Enter into Delaware via I-295. 
·  Exit onto U.S. Route 13 (DuPont Highway) north. 
·  I-495 north toward Philadelphia and the port of Wilmington.  
·  Take Exit 4 and follow the ramp around to a yield sign. Bear to the right while on the ramp. 
·  Turn right at the yield sign and pass underneath I-495. 
·  At the traffic light (the intersection of Governor Printz Boulevard and Edgemoor Avenue) turn left onto Gov. 

Printz Boulevard toward Wilmington.   
·  Please go to the directions titled "Entering Lea Boulevard."  
 
Entering Lea Boulevard: 
·  At the first stoplight bear onto Lea Boulevard by making a partial right turn.  (The sharp right turn is the 

entrance to First State Bowling and an apartment complex.) 
·  Proceed on Lea Boulevard to the stoplight at Market Street. 
·  Drive straight through this light and make a right hand turn into the parking complex. 
·  When the driver enters the parking complex on the left will be a one story off cream colored building housing 

the drive-thru stations for a Wilmington Trust bank office. Travel along the parking spaces to the left of the 
drive-thru and turn left when possible. There is a green loading dock on the side of the OWC’s building.  

·  The entrance to the conference room is a left-hand set of doors under the portico beside the loading dock door. 
The entrance portico is marked with the Department of Labor logo and building name "Fox Valley Annex" in 
green lettering. 
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EXHIBIT D 
 
LOCKBOX QUESTIONNAIRE 
 
This questionnaire comprises its own section of your proposal.  Please respond in the same order as the 
questions are presented here, and relate your responses to the OWC’s lockbox whenever possible.  It is 
mandatory that all questions – including those with multiple parts – be answered thoroughly. 
 
Postal service   
 
1.  Do you use the city's main post office or a substation?    
 
2.  Do you offer 5- or 9-digit unique zip codes? For each zip code, provide the number of wholesale and retail users 
and the related monthly volume. 
 
3.  Is your zip code included in the first sort at the post office?  
 
4.  Please describe any fine sort that is performed, including the type of equipment used and its ability to read bar 
codes.  (If no fine sort is performed, leave blank.)    
 
5.  How long does it take from mail pick up at the post office to delivery at the lockbox department?  
 
6.  What is your daily post office pickup schedule?   What is the transit time from the post office to the lockbox site? 
 
Lockbox processing  
 
1.  Where will the State’s lockbox items be processed?  Which retail branch of your bank is closest to the OWC 
headquarters (4425 North Market Street in Wilmington)? 
 
2.  Provide a flow chart and narrative to describe your method of lockbox processing as it would apply to the State’s 
account, from receipt of mail at the lockbox through assignment of availability.  
 
5.  If the same equipment is used for both wholesale and retail processing, how is the work prioritized? 
 
6.  List your peak processing periods and describe the method of accommodating these volume fluctuations.  
 
7.  For each work shift, provide the number of full- and part-time employees involved in the following lockbox 
functions: 
 

·  Supervision. 
·  Processing. 
·  Customer Service. 
·  Support (mail room, proofing, encoding, computers, clerical) 

 
8.  Phoenix-Hecht maintains a Quality Index Rating for virtually all banks on a variety of specific functional areas.  
Please provide your bank’s Quality Index Rating (A+, A, B, C or D) for the following areas: 
 

·  Wholesale lockbox. 
·  Wire transfers. 
·  Balance reporting. 
·  ACH services. 
·  Depository services. 
·  Internet delivery. 
·  Willingness to customize services. 
·  Customer service. 

 
If your bank has not been assigned Quality Index Ratings, please explain why.  
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9.  Will an audit trail be printed as a cross reference on each check and remittance document? 
 
10. For the past six months, what was the average monthly (wholesale and/or retail) volume of customers, lockboxes, 
items and dollars processed?  
 
11.  How many deposits will our account receive each day? 
 
12.  Provide the expected percentage of daily deposits to our account for each deposit time with the corresponding 
availability cut-off times.   
 

·  Deposit times. 
·  Percent of daily mail. 
·  Percent of deposit.  
·  Availability cut-off.  

 
13.  What is the last cutoff time for your availability, and what post office pickup will ensure receiving this credit? 
 
14.  Describe how checks that are received after our deposit cutoff time will be handled.  
 
15.  Do you guarantee that all checks will be processed within a specific time after they are received at the bank? If 
so, what is the maximum time you guarantee and what happens if you fail to meet the deadline? If not, please provide 
an estimate of how long processing should take.  
 
16.  Where are checks MICR encoded? 
 
17.  Where is availability assigned? 
 
18.  If availability is not assigned separately for each item deposited, describe your bank's method of assignment.  
 
19.  Will our checks be assigned availability continuously as they are released for collection, or will assignment be 
made periodically on a batch basis during the day?  
 
20.  How frequently will your bank update our availability schedule?  
 
21.  Can you provide an availability end point analysis on a periodic basis? If so, explain how this report can be 
obtained and whether there is any charge for the report.   
 
22.  Provide the number of drawee banks in the geographic area serviced by our lockbox for which we will receive 
immediate availability on weekdays. 
 
23.  Provide the number of direct sends in the geographic area served by our lockbox that will be made on normal 
weekdays.  Direct sends to:  
     

·  Correspondent banks. 
·  Federal Reserve Bank.  
·  Regional Check Process Centers (RCPCs).  
·  High dollar group sorts. 

 
24.  Can you combine multiple deposits into one daily ledger credit and provide separate information as to the 
amount and time of each deposit?  
 
25.  List the electronic payment formats your lockbox can accept, along with the timing of ledger credit and the 
transfer of payment information to us. 
 
26.  Describe any special or priority processing services you offer for key customers. 
 
27.  Do you separate ledger credits and related information for remittances processed on weekends and holidays? 
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28.  Does your bank's processor have the ability to capture images on CD-ROM and microfilm?  Please specify all 
types. 
 
29.  Describe your bank's system recovery capability including the ability to restart from the middle of batch 
processing without the need to reenter previous transactions.  
 
30.  Describe your bank's processor software modification capability, including the following: 
 

·  Can it be modified to accept new data? 
·  What is the turnaround time? 
·  What are the testing requirements? 
 

31.  Can your bank's system accommodate multiple batch numbers for different types of processing (e.g., paid-as-
billed, paid differently, etc.)? 
 
32.  How are out-of-balance problems detected and corrected? 
 
33.  Is an audit trail maintained for all corrections made by the operator? 
 
34.  If your bank uses image processing, provide the image retention period for customer service purposes. 
 
35.  Describe your bank's data transmission capability: 
 

·  For customized formats.  
·  For information from electronic payment formats included in the transmission. 
·  How many customers use the service?  

 
36.  Please describe specific quality measures you use for retail lockbox services and include reports for the past 
year.  
 
37.  Describe any plans you have for modifying your retail lockbox services, such as acquiring new hardware, over 
the next year. 
 
Information reporting  
 
1.  Describe the format your bank will use to provide lockbox deposit and balance information.  Provide a sample.  
 
2.  For a normal weekday, at what time will we receive the deposit and float information for that day's deposits? 
 
3.  If the daily deposit and float information will not be the same as is reported on our account analysis, explain why.  
What reconciliation would be required? 
 
4.  In order to meet the daily reporting deadline, at what time will your bank cut off mail processing? Describe what 
happens to items that are not processed at the cutoff time. 
 
5.  Will your bank provide timely notification of payments received after cut-off in order to allow concentration of 
these funds? 
 
6.  Describe your bank's system (data transmission or other) for reporting remittance information to us for the 
following items:  
 

·  Customer account. 
·  Invoice number. 
·  Amount paid.  
·  MICR line data. 
·  Other.  
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7.  Do you offer computer download capabilities for lockbox data? If so, describe the specifications for the file and 
all associated costs. 
 
Quality Assurance 
 
The bank’s Quality Assurance Program should be described in Tab H of the proposal.  This description should 
include: 
 

·  What metrics or quantitative standards are measured. 
·  Error control procedures. 
·  Acceptable error rates. 
·  Recent measurement results. 
·  Remedial actions to correct substandard performances – either mechanical or human. 
·  Any independent ratings or score results. 
·  How the State will access information about the Quality Assurance Program on an ongoing basis. 

 
 
Future Considerations 
 
In April 2006, The Division of Industrial Affairs, Department of Labor contracted with FuturTech Consulting to 
develop and implement a web-based, paperless management system with a single point of data entry that permits 
multiple users access to the same application regardless of the location. The new system called SCARS (Scheduling, 
Case Management, Accounting, and Reporting System) has several modules and was developed in Microsoft Visual 
Studio.NET and Microsoft SQL Server 2005.  The data exchange details will be worked out at the time of 
implementation. 
 
To make our current system more timely and efficient, at a minimum these fields would be required: 
 

·  Deposit date 
·  Insurance carrier/self-insurer number 
·  Dollar amount for the individual insurance carrier/self-insurer 
·  Check number  

 
As mentioned above our goal is not to be dependent on a user transferring the information from the web site and then 
reentering into our system, but rather have the information transmitted electronically to the system.   
 
1.  Can your system extract and send data via secured media and if so, what media? 
 
2.  What format can this data be sent in? 
 
3.  What would be the frequency of the data transmittal?  Preferred daily.  
 
4.   What would be the cost of this submittal of information? 
 
5.   Would there be a cost for the initial setup?  
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EXHIBIT E 
 
STATEMENT OF COMMITMENT AND NON-COLLUSION 
 
This is to certify that the undersigned vendor has neither directly nor indirectly, entered into any agreement, 
participated in any collusion or otherwise taken any action in restraint of free competitive bidding in connection with 
this proposal submitted this date to the State of Delaware. 
 
This is to further certify that the signed delivery of this bid represents the vendor’s acceptance of the terms and 
conditions of this invitation to bid including all specifications and special provisions.  This statement is signed by an 
official of the bank who is authorized to enter the bank into a legal agreement with the State of Delaware.  
 
Please type the following information. 
 
NAME OF BANK  ________________________________________________________________ 
 
ADDRESS OF BANK    ________________________________________________________________ 
 
     ________________________________________________________________ 
 
 
 
AUTHORIZED OFFICIAL   ________________________________________________________________ 
 
TITLE OF OFFICIAL    ________________________________________________________________ 
 
PHONE NUMBER          FAX  ____________________________ 
 
 
 
SIGNATURE OF OFFICIAL  _______________________________________________________________ 
 
 
 
FEDERAL EMPLOYER     DELAWARE BUSINESS 
IDENTIFICATION NUMBER               LICENSE NUMBER     
 
 

THIS PAGE MUST BE SIGNED AND NOTARIZED FOR YOUR BID  TO BE CONSIDERED 
 
 
 
     SWORN TO AND SUBSCRIBED BEFORE ME,  this          day of                                       ,   2007. 
  
  
    Notary Public         My commission expires__________________  
 
    City of __________________________ County of _______________________ State of   ______________ 
 
    Name of Notary Public ________________________________   Signature __________________________ 
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EXHIBIT F 
 
SHORT TERM CAPITAL INVESTMENTS & OVERNIGHT INVESTME NTS 
 
 
The following investments are permissible for all funds under the purview of the Cash Management Policy Board.  
 
A. United States Government Securities.  Marketable securities issued by the U.S. government and supported by 

the full faith and credit of the U.S. Treasury either by statute or an opinion of the attorney general of the United 
States. 

 
B. Government Agency Securities.  Debt securities issued by government-sponsored enterprises, federal agencies, 

federal financing banks, and international institutions part of whose capital stock has been subscribed for by the 
United States. 

 
C. Certificates of Deposit, Time Deposits, and Bankers Acceptances. 
 
1. Domestic Institutions: Issued or endorsed by a domestic bank, or a savings and loan association, organized and 

supervised under Federal or any state laws, or any of its branches located in the United Kingdom, the Bahamas, 
or the Cayman Islands and denominated in U.S. dollars; provided, however, that: 

 
·  The banking institution has assets of not less than $5 billion; and 
·  The banking institution is rated not lower than "B" by Fitch BankWatch Service. 

 
2. Non-Domestic Institutions: Issued or endorsed by a non-domestic bank organized and supervised under the laws 

of Japan, Canada, United Kingdom, Holland, Germany, France, or Switzerland and denominated in U.S. dollars, 
provided, however, that: 

 
·  The banking institution has assets of not less than $5 billion; and 
·  The banking institution has a Fitch BankWatch Service "Peer Group Rating" not lower than II. 

 
D. Corporate Debt Instruments. Such instruments include commercial paper, variable rate master demand notes, 

and non-convertible debt securities (bonds and debentures); provided, however, that: 
 
1. Any such instrument must be issued by a U.S. corporation or a non-domestic corporation subject to the laws of 

Japan, Canada, United Kingdom, Holland, Germany, France, or Switzerland and denominated in U.S. dollars; 
and 
 

2. Commercial paper investments at the time of purchase must be rated "A-1" by Standard & Poor's ("S&P") 
and/or "P-1" by Moody's Investors Service ("Moody's"), and the senior long-term debt of the issuer must be 
rated not lower than "A" by S&P and/or "A" by Moody's.  Investments in corporate bonds and debentures must 
be rated at the time of purchase at least "AA" by S&P and/or "Aa" by Moody's. 
 

3. Any such instrument may be backed fully by an irrevocable, unconditional letter of credit issued by a bank that 
meets the requirements of paragraph C-1 or C-2 above.  

 
E. Repurchase Agreements. The underlying securities shall consist of U.S. government or government agency 

securities, certificates of deposit, commercial paper or bankers acceptances; provided, however, that: 
 
1. All repurchase transactions must be governed by written repurchase agreements; 

 
2. Agreements will be entered into only with respect to underlying securities in which the investment manager may 

otherwise invest as described above, and only with a recognized U.S. Government/broker or a bank which meets 
the requirements set out under paragraph IV-C above; 
 
 

3. In the case of repurchase collateral held in book-entry form in the Federal Reserve System, all deliveries of 
securities must be made, for the transfer thereof, through the Federal Reserve book-entry system to the account 
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designated by the investment manager for such purpose.  Securities held in certificated form must be delivered 
to the investment manager or a custodian as directed by the investment manager; and 
 

4. Any collateral employed under this paragraph shall be counted towards the applicable maximum limits set forth 
within these guidelines for such type of investment, and such collateral shall be valued at market at not less than 
102 percent of the maturity value of the agreement and marked-to-the-market as requested by the investment 
manager. 

 
F. Money Market Funds. The money market fund(s) selected by the investment manager shall be consistent with 

the investment quality guidelines as stated in this document. 
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EXHIBIT G 
 
SUBCONTRACTOR QUESTIONNAIRE  
 
 
As described in Section II-H of this RFP, the proposal must include the following information about the 
subcontractor as it specifically relates to the State’s account.  Failure to provide this information may disqualify a 
proposal.  Responses to this questionnaire should comprise its own section of the proposal. 
 
 

·  How long has the company been in business? 
 
·  What equipment will be used? 
 
·  What is its current processing volume (dollar and item)? 
 
·  What is its current unused capacity? 
 
·  How much experience does it have servicing government accounts? 
 
·  How much experience does the management team have? 
 
·  How many daily post office pickups does it make? 
 
·  Does it use a unique zip code? 
 
·  Does it use automated sorting equipment? 
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EXHIBIT H 
 
WORKFLOW TIMING 
 
 
In order to gain a clear understanding of your bank’s workflow timing, please complete the following matrix. 
Assume that lockbox items are standard (non-exceptional). 
 
 

 
 

TIME PICKED UP AT 
POST OFFICE 

 
SORTED AND 

PROCESSED AT 
LOCKBOX SITE 

 

 
PRESENTED TO LOCAL 
CLEARING HOUSE OR 
FED FOR CLEARING 

 
1:00 a.m. 

  

 
3:00 a.m. 

  

 
6:00 a.m. 

  

 
 

 


